
ATTACHMENT 4
SAMPLE LETTER REQUESTING CONTRACTOR PROPOSAL

DEFENSE INFORMATION SYSTEMS AGENCY
DEFENSE INFORMATION TECHNOLOGY CONTRACTING ORGANIZATION

 NATIONAL CAPITAL REGION

701 S. COURTHOUSE ROAD

ARLINGTON, VA  22204-2199

IN REPLY

REFER TO: DTN2 [date]

SUBJECT:  Request for Proposal for Tracking Number: XXXX

Dear Program Manager:

In accordance with the “Fair Opportunity for Consideration”
provision in the JSE Task Order Guidelines, you are afforded
the opportunity to submit a proposal for the enclosed SOW
entitled,
___________________________________________________________. 
This proposal shall be for a ___________________ contract
type.  It should address, at a minimum, the information called
for in the enclosed proposal format. Limit the proposal to no
more than 5 pages for your technical response and no more than
2 pages per entity (prime and/or subs) for your cost response.
(NOTE:  Resumes do not count against the page limit).

The selection criteria and methodology that will be used to
make the best value selection recommendation on which
contractor will be awarded this task order are defined below:

Your proposal is requested no later than 1500 hours on ______
1999 and should be submitted electronically to the following
mailbox: JSEProp@ftm.disa.mil.  Should you elect not to bid on
this requirement, please forward a timely no-bid response to
the above mailbox.  Should you have questions regarding this
requirement, please submit your questions to the mailbox:
QUESTJ@ncr.disa.mil, no later than 24 hours from the date the
requirement is placed on the JSE web page.

The Contract Specialist assigned to this task order is
___________________, and can be reached on (703)607-69__.

Sincerely,



2 Enclosures
 1.  Proposal Format
 2.  SOW



Contractor Proposal Format

1. Contract Number:

2. Tracking Number:

3. Title:

4. Task Monitor Name/Organization:

5. Description of Work:

6. Technical Approach:

7. Key Personnel (Resumes if not previously provided):

8. Accomplishments/Experience Performing Type Work Required by
SOW:

9. Schedule/Period of Performance:

10. Risks:

11. Security Issues (If Applicable):

12. Teaming Arrangements, to include subcontracting approach:

13. Special Requirements:

14. Contract Type/Method of Reimbursement:

15. Cost:
A. Level of Effort:

Contractor   Category   Level   Man-hours   Rate   Site  
Total

B. Other Direct Costs (costs for subcontractors do not apply
to T&M arrangements; these costs are included in the labor
category rates):

Travel:
Material:
Equipment:
Subcontractors:
Other:

C. Mark-Ups (i.e., G&A/Material Handling, Administrative
Expense Surcharge):
D. Fee (Does not apply to T&M arrangements; fee is included in
the labor category rates):
E. Total Estimated Cost:
Encl 1


